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¥l 1. | ACCOUNTS PAYABLL VOUtH1
Form SHA 30.0 694y contam R TITR coaon o ddress p ketain for five (5) years
of vendor, dollar amount «° (avaen an o voucte  nnhe and unty D all audit ve
jutcement s have bheen ful-
;o thled, then destroy.
|
2 AGENCY INTERFACE TRANSACTION 11 1 iNG |
T f
Alphabetical li1sting of booonvoices ot {0 | “etarn tor tive (5) vears
AnnapO]‘lf) on a ygiven day VG LG N v o : and antor alr audrt re-
data: Proqrum, iund‘ Objcc 'y Veondor rane et Lo | 4u:.wm-hln have bhoeen {ful-
dollar amounts applrcabile o the above i Piiited, then destroy.
L] |
3 VOUCHER REGIST ‘
Alphabetical l1u?:nw of atr invotoes subm Hhed L : Retain for tive (5) years
Annapolis on a given day. nc . udes (he Wit ”“mh"”i vd antal all audit re
invoice number, vendor nawe and the dolo o amount ol jurrements have been ful-
each voucher. filled, then destroy.
4. MANUAL DISBURSEMENT TRANSMITTAL L15: v
Form STARS 100/107 15 the same as Thow nl neload CRetam fTor tive () years
of it being generated by the compultov, of 1o o ancd unti b all audit re-
manually. ' quirvements have bheen fol-
P Criled, then destroy.
|
Dt EMPLOYEE EXPENSE STATEMENT |
Form 502-L contains the cmployee name, detarbe poy oo ! Pefoan tor Live (5%) years
ing to travel expenses for a given period, and Lhe { ond until all audit re-
accounting charges applicable. L quirement . have been ful
filled, then destroy.
o S _ o
Schedule Appn‘avcd by Department, ehedule Authoozed Vy
Agency, or Division Representative Holl .ot Racrds Commissinn :
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6. | EMPLOYEE EXPENSE REIMBURSEMENT it O Retain for five (5) years and
| until all aud L requirements
have been fulf:lled, then
destroy.
. -
| 7. | EMPLOYEE EXPENSE REIMBURSIMIN  ilGiSTIK
Listing sorted by control numbper of expernce cheoke Retain for five (5) years and
issued for a given period. unti b all audit vequivements
have heen fulfilied, then
destroy.
!
8. | EMPLOYEE EXPENSE BI-WLEKLY UPDA:I
; Listing sorted by employee number of i1 cqpense Retarn for fave (5) year. and
checks issued for a given period antil ali audit requr cment:
have been fuitiiied, then
{ destroy
|
. 9. EMPLOYEE EXPENSE HISTORY 1 1LE bumpy
Annual history run of expense statements processed Retain for .tve (5% vears and
for each employee. However, 1t does not qive as anti i all audii requivements
much detail information as to records /7 and | have been tuitilled, then
destroy.
10. VENDOR HISTORY DATA
Alphabetical Tisting of all vendors and fthe appli Retarn COM wicrotiche for five
able vouchers processed for each during the sl (5) vears and until all audit

have been ful-

fnen destroy.
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